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9 January 1953

MEMORANDUM FORs Chairman, CIA Career Service Board
FROM ¢ Executive Sevretary, CIA Career Service Board

SUBJECT s Summary of Caresr Sexrvice Astivitiss for the perioed
35 Angust o 15 December 1952,

REFERENCE ¢ CReport of Progreas in Activating the Career Service
Program for ths pericd 13 Jume 1952 through 15 August 1952°,
dated 15 Augast 1952,

4, Orgenisation and Aotivity of Office Career Service Boards.

- Office Caresr Se
]

vioce Posrds with responsgibilities as specified
in CIA Notice ave been orgsnizdd in 19 Offices and major com-
popents of the Apenty as of 15 December 1952, Most of these have
begun to funotion, Follo ere sumaries of their activities for
the pariod from 15 August 1952 to 15 Dscamber 1952 inciusive

o Cffice of Communications

2, Membarships !

b, Meetings; S o

&o  Inter-0ffics Rotationy none reported

do, Extra-Agency Training: none reported

e, Rota%ion Loan Slots; Authorised; 33 uwsed, ©

£, Summary of Aciivitiess A total of 125 imtra-office rotations,
169 promctionz, 19 training spplications and 3 transfers wers
reviewsd during the paricd. Further progress was reported on
the racording of acocmplishments of 0CC field persomnel., It
was noted, however, that diffiouliy is being encountered in

obtatning valid information on individuals from Agency records

for purposes of Board revisw, The need for a Service Record
for sach individual wes mphasized. Tho Board has adopted the
prectice of inviting individuals from 7arious divisions and
field offices within the Offics of Comunications to observe
Board meetingas, It i8 noted thet this practice should be
cortinved inassmeh ag it represents a marked factor in sasuring
211, regardless of station assigmment, that they will receive
fair, prompt, and equitable treatment in mattera affectl .
their career service dewvslopment. A representative of P
was briefed in all methods empioyed by 0OCO in the operatlon
of 1t Career Service Board. Ths Placsment Officer for OCU
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from the Persormel Office ié row in xegular attendance at
Board meetings. The Board has initlated & study which will
result in vthe claseification of personnel under the Career

n 2 msmmer similar to that set forth under
deted 1 Deterber 1952,

CoMee of Tralalag -
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Mepboierip:

Maetirgs: Monthly .. .

- Inter-(Q2fise Botation: nolle reported

Extrs-Agency Tralving: nope wrted

Aobdation Loan Hlota: Authorized, 13 used, O

Supmary of Aetivittes: A total of 3b promovion actions Wan
rﬁemd durding the period 15 Avgust to 15 Novemher, Réép;esta
for relasse from OYR to seek assipnment olseshars in CIA ars
also reviewed by tie Foard. The Doard has been concerngd
primarily with hz’ part of its charter (previously repoltted,
see refi) which deals with promotion policy both for personnsl
within OTR end those rotated out of OTR. The Board outlined
an OTR.policy regarding promotions and also provided for the
establishment of prdiotion advisory panels within the three
major organization:l components ef OTR.

Memberships |

Meetings:s none reported . .
- Rotation loan Slots: Authorized, 15; used, 1 (FI)
Sumnary of Activities: The purpose of this Doard is to advise

the DD/F on Career Service matters and to coordinate the activitiee

of the four Sendor Staff Boards, The primary career servioe

pfoblém in the DD/? arga 13 to identify and assign all persomnel

16 ths bpprobriate spetialized service.
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Hembership: |
Meetingu: wedkly
InteriQrfice Rotation: 1
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d. Extra-Agency Trainipg: none reported -
e. ,Botation Loan Slots! Authorized, O; used, 0 -
£, / of Activities; The Board is assistingcliu jhe assigne
.0f. primgry career designations to.all persopnel in the Dy/P-
organlzation. After the designations have been assigned, the
Beard will set up records on each person designated as an FI
emplg;raee _ 'The Board reviews the training records and evaluations !
on.each FI person when he is reassigned. Projected training _
needs are being developed on these persons as a step in their
career program. The Board reviews all appointment and promotion §
. actions at the GS-13 level and ebove and -all transfer actions _
= Pn, at GS-11 and above. Authority to review all other ‘actions has
: .. been delegated to the FI Personnel Officer.

5. Political and Psychologlcal Warfare Staff

&, Membership:
be Meetings: Two during penod‘mm
c. Inter-Office Rotation: none reported
d. Extra-Agency Training: @2
e. Rotation lLoan Slots: Authorized, O; used, 43
f. Summary of Activities: The Board reviews all actions affecting
positions at the GS-li level and above. Actions at the GS-13
level and below may be approved by the Secretary on behglf of
the Board, The Board suggests the desirability of a po],icy
which requires all new professional personnel in the covéft
- offices to sign a statement indicating willingness to serve gver-
g0g8. ] The Board proposes- to give weight to overseas .experiemce
when considering promotion Aecommendations, Priority tasks of
the Board are to identify all ©P personnel and to dﬂelop pétsonnel
recordg for the use of the Board,

6. [ | o ‘

.a, Membership:

8¢ -

! 25X1A9A

25X1A8A

25X1A9A

b, -Mgetings» weekly I3 we G

c. Inter-Office Rotation: ° Rﬁd‘tted

d. Pxtra-Agency 'I‘rafning: none réported-r:

e, station Loan Slote: Authorized, O used, 0

S -s of Activitiees The Board has decided that all personnel
Jachions will be the direct business of the Board during the
fotmative stages It has conceérned itself with the problem of.
surplus pers el, {and 18 cooperating with the Personnel office
in this regard. e Board suggests that the Career Management
, ofﬁ.cere of the four Senior Staffs be formaliged as a working
‘group to prepare stindard procedures for DI/P and to help in

_3‘
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the preparation of the Agenda for the DD/P Career Service

3oard Meetings, In addition it reviewed a mmber of promotions
and reassigmments; one proposed nsw appointment was returned to
an area division ac there were men on the surplus list with as

. good or better qualifications.

7. Tachnical Services Stuf

8.

9s

a,

bo
Co
de
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f.

Membership:

Meetings: monthly

Inter-Of fice Rotaiion: none reported
Extra-Agency Traiing: 21 ‘

Rotation Loan Slots: Authorized, O3 used, O ‘
Summary of Activ.ties: In the course of these meetings discussion
took place regariing functions and responsibilities of the Board
and the problemr and benefits of rotation. There was discuasion
regarding the furmation of an Executive Training Pool which would
ultimately prodice people with well-rounded training who could

£i4 into key slots, The publication of a TSS Career Service Board
bulletin for TS persomel was considered snd spproved,

Office of National istimates

&eo
bo
Ce
d.
@o
L oS

Memberships | _ |
Meetings: On: during period 15 August - 15 December
Inter-0ffice lotation:

Extra-Agency ‘raimingt 2

Rotation Loan Slots: Authorized, 33 used, 2

Summary of Activitles: The Board reviews the grade status of
staff persomne. and mekes recommendations regarding promotions
and assigmment: thereon to the AD/ONE, The Board reviews all
cases of inter Office rotation and extra-Agency training. The
Board establisled the pelicy that Persomnel Evaluation Reports
would not be siown to thes person evaluated,

office of Scientif'c Intslligence

8o
b,
Cs
d.
8,
£,

Memberships |
Meetings: Thise during period 1> Aqguet = mm‘ar—l
reported

Inter-0Office otation: none

Extra-Agency ‘rainming: 5

Rotation Loar Slots: Authorized, 33 used, O

Surmary of Activities: The Boara 4s developing a program to
attract, tra'n and hold good scientific intelligence officers

and support’ng intelligence research aind administrative persomnel.
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It revisws all Persomnal. Evaluation Reports, and has esxtablished
the polizy that the individual be shown the Personme) Evaluation
Report. The Board is developing eriteria for use by the Board
in making recommandations of individuals for the Office and CIA
Exscutive Inventory, ' '

30, Offive of lesearch and Reports

&;
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do
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Liswherahips 25X1A9A

deetinges Cemi-womthly

Inter<Office Hotation: 2 ' )

Extra<igency Trainmings 61

Rotation loan Slots:z Authorized; l;; used, 3. :
Sumary of Activities: The Board has determined that it wiil
review 1) all inter-divisio, and inter-office transfers of
professional. persomel, 2) (11 training assigments irvolving
ahoence from assigned duty for 60 dayw or more, 3) all
prefessional promotion acticos to G8-1) and higher, Ij) all
clerical promotion actions w 3S-6 and higher; 5) all reas-
sigments from clerical te profecsional status, In commection
with #'5 above the Board v.1l requi.e notice of datail to have
besen on file with the OR! Administraiive Staff fer 60 days
bafore the Boerd will mconsider reassimment from clordesl o .
mrefessional status, 7he Board will alse call upon sach
division chief not les3 frequantly than onus a ysar to present
before the Boaxd a reort on the carver statis of each and
person under hs juwdsdiction. At the meeting ~f 20 October
concern was expresser. regarding possibls limitat.-n being
placed upon the use f the rotation concept for cai~er devel-
opment p¥rposes by rastriction on movemsnt to and fruw the
DD/F areas Heport ‘s also made on the use of retation Yoan
slots; tralming activities, and promwtion. At subsequent
meetings the Boavd took specific astion op & number of casec
involving promotici, transfer; and rotation. It has veen
considering the mead for a standardized OER Promotion Policy.

11, Office of Current Intilligence

éc

bo
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do
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lUsmbexrstip: 25X1A9A

lestingss llonthly

Inter-Office Rotutionss 2

Extra=igency Trainings X0

Rotation Ioan Siots: Autaorized, 3; uned; 1
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£, Sumary of fctivitdes: The Board has deweloped a promotion
policy for OCI. The Board reviews all rotation, training
end transfer requests. The Board has estnslished a procedure
for the periodic issumce of Letters of Coimendation to
deserving individuals. The Board reviews (11 requests for
area refresher tripe and trips to annual mcytings of various
organizations and associations. The Board s reviewed 29
requests for promotion to grades GS-1l and ielow and 15 requests
for promotion to grades GS«12 and above,

12, Office of Collection and Dissemination

a. Membership: |ﬁ5 (also 25X1A9A
ating members)

b. Heetings: Nonthly

e, Inter-Office Rotation: 2

d; Extra-Agency Training: 22

e, Rotaztion Loan Slots: Authorized, 23 used, O

£, Summary of Activities: The Board reviews and 1commends action
on all requests for external tralning and rotatim. The Board
revievs all PFersonnel Evaluation Reports prepare in OCD, The
‘Board roports that the decision regarding showirs completed
Personmel Evaluation Reports to the eveliuee is "e.¢ to the
supervisor. The Board uses the fnllowing criteria in reviewing
requests for external traiming: only individwls wwse performame
is above average should be allowed to recelve ‘raimig at Agency
expense in outside institutions; training must benefi% the
employee’s work in his present position or an ‘ctually plammed
position; and permission to apply for external “raining wmust be
obtained through supervisory channels.

13, Office of Operations

a. Membership: 25X1A9A

b. Meetings: Four during pericd 15 August - ]5 Decemecc

c. Inter-Office Rotation: 1

d. Dxtra-igency Treining: 37

e. Rotation Loan Slots: Authorigzed; 23 used, O

f. Summary of Activities: The decision was made not to .how the
Personmnel Evaluation Report to the evaluee during the rst
year of the Career Service Program. However, discussim prior
to forwarding of the report is provided for except in .he case
of field chiefs where subsequent discussion will take pl-ze.
The 00 file copies of the Persomnel Evaluation Reports ar.
being held in the Divisions, The Board dees not normally

w8 =
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review inter-office and inter-division rotations and tranafars,
but relies upon the recommsrdations of the chief of the
division concerned, The Board has stated that the Career
Sexvice Progrem in OO0 must receive its impetus and initiative
from the bottom and should depend upon the Office and Agency
doards only for polley guldence snd direction of &

nature; Vith respect to rotation policy it was decided that
designation or redesignation of individuals from one division
to another division of 00 would be considered as intra-office
rotation under the Career Service Program,

Deputy Director/Administration

&
b,

Rotation Loan Slot: Authorised, 13 used; O
Sumnery of Activitios: As of 15 December the organization of

ths Administration Career Service Board was not corpleted. :
This Doard vill be concernad with persomnel immedictely
assoclated with the Director’s Office, as well as the General
Counssl, the Auditor-dn-Chief, | sendor administrators

as proposed by the ID/P, auioﬁnrcmmmunﬂec£<HArmboﬂnmﬂmu
anwuinycaunmumnnnoIbmminﬂmognuo

Ofice of the Comptrollsy

a;

b.
G-
4,
L
b

lismbarabips

Lsatinrg: Four during period 15 August - 15 Lecember
Inter-Office Hotation: none sported

Lxtra-igency Traiming: 3

Rn%uon Iaan Ql@tﬂa Am:m; 13 ‘Mg Oo'
Sugmary of Activitios: The I»ard has agreed that tha Office of
the Comptroller should activey particlipate in the various
training programs offered by ihe Office of Training and appointad
the chairman, a committes of e, to coordinate the training
neads with the CfPice of Tralidng:; The Doard reviews all
Personnsl Evaluation Reports ithich contain recommerded changes

‘or inprovement in the status ¢f an individual, The Doard

ales recoammendations to the (omptaoller on all matters concerming
rotation, training, advancemsn® and assigmment of membors of
‘he Office of the Comptrollor.

Offie of General Services

L ¥

be

lhmnnﬂﬁyx

Kietings: Llomthly
-7
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8, Iintear-0ffics Rotabions noms repcried

d, tra-igency Traimings 27

®, Setation loan Slots:  Auchorized; 13 used; O

2, Sumary of jctiviidess The loard reviews ag mmm‘q action
on all requssts for rotation apd external training, Tne Loard
nas devloped & system by which individuals are selected for
roetatdon nogigments, The bBoard is consldering the desirability
of nmaking recomusndations to the ClA Career Service loami
somserning & corsar service ppopran fer personnel aseloned o
Goneral Jervicas suppowt antivitiss at ovérsecas installations.
The Doard reviews all interis assigmmbt and promoiion sctions
for grades G512 and alovs,

171, Tmresomnal O_ftwe,-

&, ‘lemburships ieloon (ch), 25X1A9A

b, lsetingss none reported

6o Inter-Uffice Rotation: none ruported

do ?&brbqu;emy Trainings rone reported

8, Gctation Toan Hlotar  futhorized, 1lp used, O,

Lo wmry of 4fctiwitiens The Loaru is engaged in complling a
gt o all persons in the fApency engdped primarily in persomnel
sctivities, vho will be nubject to the control for planning
murposas of the Versomel Cffice Board.

18 ledical SE€fMioe

a. llembership: Tietjen (ch),| | 25X1A9A
bo lwetings: Two during period 15 August ~ 15 December ,
8s Inter<Office RNotations
d, Extra-Apency Training: nons reported
8, Rotation Lean Slotss  Authorized, O used, O
fo Summary of Activitisss The Doard reviews all prometion and
rotatisn acticns which affect medical personm‘l and interwviews
&) nsw clerical peraonnel in commection with its study of
the nossibilities of a career servics proprak in the clerical
field, 1t is studying the oroblems of a career progran for -
the specialized persomel of which its Cffice 13 composed:

19, Procurement and Supply

&, lkemberships Lﬁer 25X1A9A
b lastingrs: Two during repot™ period 1o Augast = 1D Doc

o Irnter-Uffice Dotatinoni none reported

d. Extra=igsncy Trainings none repcrted

¢ Hotation Loan Slovg:s Authorized, C; used, O

f. Summary of Activiriess The Boawd has rwimd the organization,

responsdbility, and operation of the Career Service Program.

-8
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A mxber of persontel actions have beon reviewad, The Doard
has also decided that Porsomel Evaluation Reports would be
roviowod in the Office of tho Division Chief for sdministrative
infornmation amdl review, 1t has discussed promotion poliecias,
espeeially time-in-prads relative to promotion; and decided that
continued floxibility is to be desired, :

20, Inspection {: Security Office

ao

be
Co
do
8,
b &

Zemberships | I 25X1A9A
{eotincas Lblﬁbh:!y | ' - 25X1A9A

Inter-Uffice Rotations Thirty-five

Extra-Agency Tralming: 1 )

Rotation lLoan Slots: Authorized, 13 used, O L

Sumary of Activities: In addition to t naibllities

specificd for Office Boards by CIA l'iotice 1850 25X1

Board w111 review Persomel Cvgluation Re g amd proposed
developmental trainming. It will roscommend advancenont and
promotion plans for individuals imcluding but not llmited to
tho folloving: a) specisl traiming courses within IZSO, b)
pominces for courses outaide 1850, ¢) plannod prograns within

1850 for tho career developmant of capable individuals, d)

lonp-range plarming to inoluds rotation and training assigments
outeide IL80, The problan of cssigment of IS Security
Officers to the T/U of other Offices as contrastod to ths
prescribod rotation plan of the Career Sorvice was discussed,
and a solution was sugposted whercby the nmubor of rotation
loan slots for the Office would be incroaced. A request has
been forwarded to the C£fice of Tralinming regarding the use of
Apency facilities for language training of 1460 field persormel.
It is reported that despite the workload within I&S, intra-

of fice rotation would bo encouraped to the proatest possibla
extent. : .

Do Training
Apperdad (Tab A) is a chart indicating the various types of extra~Cid
training assigm s as reported by the Office Doards. ILleven Offices

mort‘over geraons vho are now taking various kinds of training
side CIA 4n 2

different facilities.
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Co 1. Imter-Office Rotation

Ofﬁ.oolloardaropwtthatoncrd inter-Office rotation in affect
dmwmmwwmﬁ%@ﬁmmmz,umnm:

FROU o x
= - /P 3
/P, PP 1
- w1
e A
0cD o 1
- /P, OIB 1
FI QB | 1
18 %o various componente 35
00 . myp 1
liedioal - %o various corponents 6
Total 5

2, Rotation Loan Slots

Fomdminnamryofumotmwﬁmlomm"mm
+he Position Invontorics of the Persomel O0fflce,

Uit Allotmnt Use  Udt  Allotgent  Use

idt  Alotoent use
DCI 1l 0 o b 0 00 2 o
CI ) 8 0 aE 3 2 DA p § 0
pP 15 1l e 31 g 0 Dexs p 0
Cormo 3 0 (BR 3 aso 1 0
I8 1 o oC1 3 h Comp. 1 o
s 0 o) och 2 o] Med, 0 0
-0 -
. ifnuGufiniinpe-
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D, Persomel Dvaluvation Program

Phasing for the of the Persomecl Tvaluation Prog;r&n as
25X1 outlined in CI4 Notice is being accomplished substantially as
plemmed, Training and tion have beon complsted, as well

as notification to the Ofﬂ,ces by the Persormel Divisions regarding
nocessity for the completion of the Persomel Evaluation Reports on
individugls as request date falls duss In the ovart Offices the first
cycle of ammual reports ls mrogressing satisfoctorily. Reorganization
of the DN/P offices delayed application of the original schedule.

It is now plamed to complote the first cycle of annual reports for

departuental persomol by April of 1953.

Two statistical tallics of L2k coquzleted Persomel Dvaluation Raports
have bean made with respect to the adequacy of the report form, and

of the maymer in which it is belng completed. These tallies, made

at different times, and imvolving review of different groups of reportsy
ware in substantial agreement., Further study in this area is being
made, In general the report is Lelng well utilized in this imitial
stage, and seems to be yproviding a very necessary instrument for
persomel management purposes.

E. Functional Boards

1. IHonor Awexds Vorking Group « Final Report has been made to CIA
Careexr Service Board, and is attaghed
to the agenda of its Lth meeting,

2o lazardous Dxrbyliorking Group =~ An interin report has been mnds to
CIA Caroer Service Doard, arnd is
attachod to the apgenda of its Lth
meting.

3. Professional ualection Panel - A sumary of actlon on cases suvbrdtted
to the Panel has been mads to CIA
Carcer Jervice Board; amd im attached
to the agenda of its Lth mcoting.

25X1A9A
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